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Notice of Job Opening

Position: Deputy Budget Director

Applicants must meet the requirements outlined in the enclosed job
description.

*PLEASE NOTE: This position is in the competitive class and will be
filled on a provisional basis pending the outcome of the civil service
examination.

** Effective immediately, all new hires must be vaccinated against
the COVID-19 virus, unless they have been granted an exemption for
religion or disability. If you are offered city employment, this
requirement must be met by your date of hire, unless an exemption is
received and approved by the Office of Human Resources.

Department: Administrative Services
Numb(_er of Vacancies 1

to be filled:

Rate of Pay: $83,800 Annually
Schedule: 37.5 hours/week

Application Deadline: Until Filled

To be considered for the position, applicants must submit a cover letter
and résumé to ggrande@albanyny.gov

Residency Requirement:

Per City Code § 62-1, all individuals hired by the City of Albany
municipal government must be or become residents of the City of
Albany within 180 days of hire. Failure to move into the City shall be
deemed a voluntary resignation.

The City of Albany is an Equal Opportunity /Affirmative Action Employer.
Posted on Tuesday, October 25, 2022.




DEPUTY BUDGET DIRECTOR

DISTINGUISHING FEATURES OF THE CLASS: This is an important administrative position in the
field of budget preparation involving responsibility for the analysis and compilation of the entire operating
budget and its interpretation to departments, and for specific phases of the budget preparation, revision and
control of departmental expenditures in accordance with the approved budget. The position’s
responsibilities will include review of budget estimates, requests and justifications, program and project
budgets, monitoring of expenditures and receipts, and the effecting of an efficient and economical
budgeting operation. General direction is received from the Budget Director.

TYPICAL WORK ACTIVITIES: (lllustrative Only)

* Reviews departmental budget requests and materials to identify areas requiring further justification or
explanation;

» Discusses budget requests with the Budget Director and department heads to verify needs and makes
necessary adjustments as required,;

* Prepares various reports related to budgetary issues;

* Reviews, authorizes, and processes requests for amendments to the budget;

» Makes recommendations to the Budget Director and the Commissioner of Administrative Services for
effective and efficient utilization of available resources;

* Monitors spending of the various departments throughout the year, analyzing trends and insuring that
departments remain within their budget allocations;

» Monitors revenues of the city to determine any variance from budget estimates;

* Advises the Budget Director and Commissioner of Administrative Services when overspending or
revenue decreases may OocCcur,

* Attends public hearings with the purpose of answering questions and explaining the needs, reasons, and
impacts relative to the proposed budget;

* Attends meetings of the Budget Committee of the Common Council to provide data and justifications for
the proposed data;

* Prepares resolutions of the Board of Estimate and Apportionment to authorize transfers of funds within or
between departments;

* Supervises the daily operations of the Budget Office.

* Acts as the Budget Director in their absence;

* Performs various additional functions as assigned and directed by the Budget Director;

* Assists in developing and maintaining expenditure and revenue forecasts;

* Assists with the publication and distribution of the approved budget;

* Assists in preparing budget data and analysis for review by the Budget Director and the Commissioner of
Administrative Services, including vacancies, cost trends, and salary projections;

* Performs related work as required.



REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

» Comprehensive knowledge of municipal budgetary practices and preparation;

» Comprehensive knowledge of City government organization, function and operation;

* Thorough knowledge of cost estimating and revenue projection;

* Thorough knowledge of statistics and financial analysis;

» Working knowledge of mathematics;

* Ability to establish and maintain amiable relationships with persons from a variety of fields and divergent
backgrounds;

* Ability to gather, analyze and summarize fiscal data and information;

* Ability to develop new operating procedures, organizational structures and fiscal policies;

* Ability to evaluate procedures, organizational structures and fiscal policy effectiveness, and to identify
fiscal problems and recommend solutions;

* Ability to present data, reports and recommendations clearly and concisely in written and oral form;

* Ability to apply guidelines, procedures and policies governing the budget preparation process;
resourcefulness;

* Tact;

* Patience;

* Initiative;

* Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:
A) Graduation from a regionally accredited or New York State registered college or university with a
Master’s Degree in Finance, Management or Public Administration; OR

B) Graduation from a regionally accredited or New York State registered college or university with a
Bachelor’s Degree (or higher) AND three (3) years of finance management, public administration, or
budgetary policy development; OR

C) Any equivalent combination of training and experience as defined by the limits of (A) and (B) above.



